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PROFESS|I ONAL STANDARDS ADM NI STRATOR

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

The enployee of this class is responsible for performng
adm nistrative work with a mninml degree of supervision. At
this level, enphasis is on coordinating accreditation activities
and other admnistrative duties as assigned by the Chief of

Police. An enployee in this position will be encouraged to nake
i ndependent judgnents and decisions based on analytical and
i nnovative thinking. Performance at this level is neasured

t hrough conferences, reports, and analysis of the nethodol ogy
and | evel of success acconplishing assigned tasks consistent
with agency goals and national standards. The Prof essi onal
St andards Adm nistrator is admnistratively responsible to the
Chi ef of Police.

EXAMPLES OF WORK

(Exanples listed below are illustrative only and are not
intended to be inclusive or exclusive of duties which nany be
|l ogical assignnents to this class.)

Recei ves assi gnnents and sets work priorities, coordinating them
to neet deadlines in order to assure an efficient work flow
t hr oughout the agency.

Reviews a wde variety of conplex and technical issues
concerning |law enforcement standards and the accreditation
efforts.

Meets regularly with the Chief of Police and key enployees to
identify needs and report progress on accreditation efforts.

Assists in identification and devel opnent of new prograns,
systens, procedures, or equi pnent to i nprove performance of the
agency in conpliance with applicable standards.

Provides liaison to the Conmm ssion on Accreditation for Law
Enforcenment Agencies, 1Inc., (CALEA) for all accreditation
matters.

At t ends CALEA neetings and | ocal accreditation network neetings.

Keeps abreast of all aspects of the accreditation process,
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i ncludi ng proposed changes or anendnments to the standards,
assessing the inpact of <changes on current policies and
procedures of the agency.

Provi des accreditation training for agency enpl oyees.

Assigns, directs, and coordi nates groups of enpl oyees to achi eve
pl ans of action, recomendations to the Chief of Police, and
ot her activities that neet conpliance with applicable
accreditation standards.

Drafts new witten directives or assigns witing projects to
ot hers that achieve accreditati on objectives.

Mai nt ai ns mater and archive files for agency witten directives.
Mai nt ai ns CALEA | SSR fil es.
Operates the “ASAP” software program if in use by the agency.

Perfornms other related and adm nistrative work as assigned by
t he Chief of Police.

M NI MUM QUALI FI CATI ONS

Five years conti nuous experience with a | aw enforcenment agency.
Must possess a four year college degree, B. A or B. S.

Must neet all requirenments of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United

States and being a qualified elector of the State of Louisiana.

May be called upon to performthe Police function as needed by
t he agency.

OTHER DESI RABLE SKI LLS

Ability to read and understand materials concerning the |aw
enf orcenent and crim nal justice process.

Know edge of the principles and practices of nodern |aw
enf orcenent operations.

Ability to denonstrate exenplary witing skills.

Ability to work i ndependently and sol ve probl ens invol vi ng many
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vari abl es.
Ability to plan, organize, and train agency enpl oyees.
Ability to speak publicly about the accreditation process.

Ability to analyze facts and to exercise sound judgment in
arriving at conclusions and recomendati ons.

Ability to nmake decisions based upon experience, (giving
attention to details.

Ability to read and understand a w de range of technical
literature.

Ability to deal tactfully, professionally, and effectively with
ot hers.

Ability to del egate tasks effectively and accept responsibility
for the outcone.

SPECI AL REQUI REMENTS FOR ADM SSI ON TO ELI G Bl LITY TEST AND FOR
BEG NNI NG WORK | N CLASS

Must be not |ess than twenty-one (21) years of age;

After offer of enploynment, but before beginning work in this
cl ass, nmust pass a nmedi cal exan nation prepared and adm ni stered
by t he Appointing Authority, designed to denponstrate good health
and physical fitness sufficient to performthe essential duties
of the position, with or w thout accommodati on.
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